
QUICK REFERENCE 
 TO  

FASCLASS II 
 
The Fully Automated System for Classification (FASCLASS) application provides the 
capability to maintain position descriptions at the HQDA’s centralized location. 
FASCLASS provides users the ability to search, create, modify, and verify position 
descriptions for positions that are specific to a CPOC. The menu options available will 
vary depending on the user’s classification. 
 

Initial Access to FASCLASS II 
 
 
You can access FASCLASS II through ART or through CPOL.   
 
ART - Click on the menu choice "FASCLASS".  You will be taken to the 
FASCLASS page on CPOL.  Proceed as outlined under CPOL below. 
 
CPOL - http://cpol.army.mil/index.html 

 
 



Place the cursor over "Tools" in the menu on the left. Another menu will open. 
Click on "FASCLASS".  
 
This page will appear: 

  
 
Click on "Northeast Region" 
 
 
 



The opening page of FASCLASS II will appear.  You are now able to view any 
job description which has been made public by placing your cursor over the 
FASCLASS button on the gray menu bar.  You cannot create or edit from this 
screen.  You must log in under restricted access to make modifications to 
FASCLASS. 
 

 
 
 
When you click on Restricted Access the first time, you will see the login screen 
below. 
Follow the instructions to obtain your manager account.



 
Request User Account 
 
Introduction  
 
When you click on Restricted Access on the blue menu bar, you will see the login screen 
below. 
You must first obtain your manager account before you can log in. 
 
The Request User Account screen allows users request FASCLASS restricted user 
accounts. 
 
This screen is only available to Classifiers and Managers.. 
 
 
Guidelines  
 
Click the "Restricted Access" link on the light blue menu bar. 
 
Click the link that says "Click Here" that follows the sentence "To request a 
FASCLASS Account" beneath the login block. 
 

 
 
 



 
 
 
 
 
When the Request FASCLASS Account screen is selected, the following screen is 
displayed.  Indicate your status by clicking one of the radio button options. If you are 
military personnel, click the military status option. Otherwise, click the civilian option. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
Fill out the form with as much information as you can. All fields with an asterisk next to 
the prompt must be entered in order to process your request. Detailed information on the 
fields can be found in the on-line user's manual.  When you are finished, click the 
"Submit Request" button. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
You will receive a screen with your new userid.  You can then log in from this point. 
 



Search Position Data 
 
Introduction  
 
Search Position Data allows all users to search for positions using any field 
on the screen or combination of fields on the screen. 
 
 
 
When Search Position Data is selected, the following screen is displayed. 
 

 
 
Guidelines  
 
Enter criteria in field(s) desired and click the Search button to begin your search for 
positions. To clear all fields and begin new searches, click the Reset button. For detailed 
information on searching in the FASCLASS application, see Appendix A (Searching in 
FASCLASS) of the on-line User's Manual.  



 
Search Organization 
 
Introduction  
 
The Search Organization allows users to find positions based on organizations. 
 
When Search Organization is selected the following screen is displayed. 
 

 
  
 
Enter criteria in field(s) desired and click the Search button to begin your search for 
positions. To clear all fields and begin new searches, click the Reset button. For detailed 
information on searching in the FASCLASS application, see Appendix A (Searching in 
FASCLASS) of the on-line User's Manual.  Once the organizations are returned from the 
search, the user can click on the “Show Positions” link to view all positions associated 
with that organization. 
 
NOTE: When searching by text, keep in mind that the name and address on which you 
search should be exactly as they appear on the Notification of Personnel Action (SF-50). 
 


